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Mr. Coffey: 


_- Ref paragraph 2 how do 
they know in advance how 


many people will be coming? 
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MEMORANDUM FOR: Director of Logistics 


SUBJECT : Retirement Parties F 
/ 
/ 
f 
1. Recently several requests were received to hold retirement 
parties in the Rendezvous Room, principally because the Rendezvous 
Room is larger than the Executive Dining Room and would therefore 
accommodate a larger group of employees. I share your concern 
regarding the added exposure occasioned by a party in the Rendezvous 
Room in view of its location off a main corridor of the first floor, and 
I believe that the Rendezvous Room should be used for this purpose as 
an exception and only when the party cannot be accornmodated in the 
Executive Dining Room. “ 


2. Accordingly, retirement parties or’ similar functions 
involving up to 125 guests should be held in,the Executive Dining Room. 
Functions involving more than 125 guests Should be held in the Rendezvous 
Room. OL/LSD will schedule as appropriate. Since the same staff is 
involved, only one party can be held on a given evening. 


3. Such functions in either-location may not begin before 
1730 hours and should be terminated by 1930 hours. Non-employee 
guests should generally be limited to the spouse and grown children of 
the employee being honored./ 


John W. Coffey 
Deputy Director 
for Support 
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